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Appendiges II and IXI {oontinued)

deh Regerdctione

The following are the job descriptions for each type of position in the
mhica and Operations Ssotions, including the proposed personnel as

Ll as the currently employed. The demoriptions include the general
dutles, but not all of the detailed responsibilitea of mssigned positions,
These desoriptions may be found helpful in the reoruitment of new per-
sonnel as they give the nature of the qualifisations desired.

(Present grade R4, Graphic designer)

Under direction #f the Chief, Presentation Division, to sssme
Ty responsibdility for the design and exeoution of portable
intelligence studies disseminated by Presentation Divieion; to
werk in oclose liaison for scheduled lestures of the Program
Beotion with the Chief, Operations Section in such matters as
the preparation of necessary visusl aidsj and to serve in an
advisory capacity en the graphic intelligence progrem of the

2. fpecilis duties:
8, To act as administrative head es well as teshnical echief of

the Graphic Ssotion, under the direstion of the Chief, Presentation
Pivision,

b, - To serve in an advisory capacity in matters affecting design,
use, and posting of portable and stetiomary grephic studfes in
the Situvation Rogm. To provide for actual design of portable
and stationary displeys upon request of the Chief, Operations
fection, as other wark load allows,

@» To have primary responsibility for all eutgoing graphie
work, ineluding charts, pistures, and other illustrative material,

de To maintain close liaison with reproduction and intelligence
yrogesalng facilities of CIA,

8, 7o serve as chief seourity officer of assigned areas.

£, ¢ be responsible for the acguragy, proper teehniques, and
affeative layout of graphie intelligense processed by the
@raphic Section,

g+ To be responsible for the planming of layout and design,

the detailed execution, and the work-load distribution for per-

sennel of the Section on all work carried om in the Section,
TONFILENTIAY
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Intelligence Exhibit Spseialist)

B, Ghists Queratlong Section. (Present grade P-4, Gartographis Enginser

Sanitized*® ABENE

i

Te be responsible forethe overall supervision of the wrious
sativitios of the Operstions Sectlon, including the respensibility
for ssourity, accuraqy, proper research techniques, and effeo-

L3 sting of graphic intelligence dlispleyed within the CI4
Bituation Room of disseminated vie portable studies, as well

&8 the teg aspects of the sudic~visusl presentations

program conducted by Presentation Division,

Sresific Dutiem:
8, To serve s&s the administrative heed of sll personnel assignad

t¢ Operations Seqtion and to supervise the fumstions of the
Bituation Rom,

b To pre ‘dﬁfwmmhaammntmayefmm
Mﬂl!f:&?’iz:m nce dats, press reports and other materisls
vith a view to their graphic portrayal,

% To o responsible for the plaming and detatled design
exsoution apd display of all visual materisl in the aves and
shintained by the Operations Section, :

4+ To be charged with the respensitiity of final eheck on a6ourTacy,.
pls, and timeliness of the intelligence displayed for the
rated oral-graphic intelligence program,

¢ To provide for the necessury physical arrangements and
¥isual-audio aids in a conference srea for the Direstor of CIA
and other designated personnel during classified lectures,
ddscussions, and routine meetings,

£, %o aequaint the Chief, Presentation Division,and other
T RNTARGO PErscua upon request, with the integrated graphie
fmtelligenss ploture, from date posted in the Situation Room,

&? %o maintain necessary sdministrative and teohnioal liaison,

Shrough Progrem Section, with suthorised eontributing units within
axd outeide CIA for the services rendered and intelligence posted.

"Ry Vhen deemsd proper, to inftiate requests for intelligence

rae fesdlng agencies through liaison resgearchers, subject to
the spprosal of the Chief, Presentation Division,

i f:ngmiae for the 4 of ocurment data found in periodiesis,
8 8nd CIA reports, in the graphio-intelligence aspeats, in the
8ituation Room,

i+ Gpon request fram higher authority, or at his own discretion,
ditiorel fupardon: ???'IMA&IOM@”W
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Roum, 4f these will aid toward more effective meedmplistment
of the alsaion, X '

X, ¥o act as chief seoubity officer of the aress assigned to
Operations Section, ,

p_(propably grade B-3 er CAF-10)

~ ¥Te aot as sssistent to the Chief, Graphie Sestion, In all ad~
ninistrative and technicsl matters, and, in the abeence of the
chief, to be responsible for receipt of material to be processed,
§::' work~load &letribution, and for the actval processing of

ta.

8, To serve as asaistant administrative head of Graphic Seotlon.

bs To ald chief in designing and sxecuting studies handled by
Graphlc Section,

a;ﬂ: Yo assist in preperation and checking of all outgolng graphie
WOk « )

4, To be able to asmme liaison fumetions in absense of, or at
the direction of the chief, Graphis Sectlion.

8. To serve as sasistant gsecurity officer for the area under the
Graphio Seotion,

£, %o aesit chief in technisal direction of persommel in order
. %o sehief & high level of production and a high quality of
weTkmanship, and to supervise detailed execution of profects.

&+ 7To ald ghief of Situation Roem in matters of graphie display
procsedures end techniques,

n (probebly grade P-3 or CAP-10)

To aot ss sssistant to the Chief, Opexations Section in all
ad&inietratige and technical mstters, and in the abmence of the
chief, to be fully respcnsible as w%ing chief of the 8ituation

bk

8: To gerve so the sssistant administrativehead of all personnel
and functions of the éQpemtiana Section «~ primarily of the Situe-
Sanitizedtd®pRreed For ReldaSNICIR-RNA79401143A000300170004-8
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Bs 7o serve s» the main alde to the chief of the seotiom

in preparirg material for the portable map and chart studies,
shigh duty requires a knovledge of the variocus graphic tech-
nigues, lettering ability, as well as & backgreund in genersl
phuses of geograrhy end political science,

€+ To aid chief of m:anmémingm;amtm survey of
inoeming olassified intelligence dats, rress reports, and other
matorisls, vith a viev to theirgephic portraysl,

ds To aid chief in being respopsible for initial design, exe-
sution, and dllplg‘of graphic intelldigence in the Situation
Rotm, insludl research , preparstion of, and the trans-
foxmation of written date into its graphic ferms,

&, To bo responsidle, sleng vith the chisf, for final sccuracy
of posting and dissemimtion of orsl-visual intelligence,

I+ Upem oconsions vhen shief is absent, to acquaint the other
members of the Presentation Division, se well as CIA units,
v&?; &Wnt intelligense pioture e portrayed in the 8it-
wiion .

8: To be specifically charged, st the direction of tha Chief,
8ituation Room, with mﬁ::g the flow of requests to and the
intelligence from the 1 I researchers, |

By Teo assune do-responsibility for basic map design for aub-
soquent preparation and posting, d
i, To set as assistent seourity offiser,

To aid in the icsl arrangements for t-he various mestinga
iﬁ s held in %t Situatdion Rom,

ky To sssist Chief, Operations Seotion, in conduetins inquiry
service regarding material posted, emrloyimg a general knowledge
o Wt, gurrent events, and the pertinent phases of graphic
intelligence as handled hy the Division,

g {Grades SP-7 ard SP-8)

SOEINRST D ang U DT T e Bed 9
1. Geperal dutisg:

Under direstion of the Chiefs of the Operations Seetion and the
Graphie 8ection, to engage in any required map design and
drafting, mechine lettering, and drafting of statistical deta in
le graphio imtelligense 4n the Situation Romm and for

tion Presentation Divisicn,

&+ Teo aselst others the operztions of t!
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- IDENTIAL, <

and posting as well as miscelleneous drafting, and art functions
in connection with operations of the Situation Room and the work
assigned to the Graphic Section., This involves knowledge of the
various processes of graphic reproduction,

b, To assist in an advisory capacity in camposition of graphic
end map studies and on plates and other meterials being prepared
for disseminstion,

¢. To assist in operation of drafting room in such ltems as
supply needs, declsion of techniques, and accamplishment of work
orders,

d. To engage in all types of machine and hand lettering, and
to possess and be sble to apply a fair knowledge of type.

8. To engage in stick-up and tyre-imprinting vhen celled for,

£, To engage in necessary map design, drafting of large and
anall scale statistleal charts, organizations charts, miscellan—
eous visual alds, and the like, when requested by MI, the

chief of the Situation Roam, or other CIA units,

F. Yisual Infogmation Clerk (SP-6)

1. Gepersl Duties:
To engage in actual posting of incoming written and graphic
intelligence data and to assume responsibility for timeliness of
poated material in the Sibuation Roam, To assist draftsmen and

i $llustrators whenever possible and to aid ir the entire oral-
visusl presentetion progranm,

2, Specific Duties:

e, To aid in mainteining posted intelligence on maps, graphs,
snd display boards et a current level,

bs To ald I1lustrators and draftsren in actusl processing of
incoming deta, and to assist ‘n posting intelligence after its
preparation,

s To aild in preparation for high~level meetings and to assume
reaponsibility for filing and intial fouting of all notes, docu~
ments, maps and recordings wvhich are imvolvsd.

8., To execute hanzi—and machine-lettering for use in display of
graphic intelligence in the Situation Roam,

d, To engage in projection activities vhen required (motion
pletures, slides, etec.)

CONFIDENTIA
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G. Illustrators (Grades SP-8, SP-7, and Sp-6)
1, Genersl duties:

Under adminfstrative supervision and technical direction of the
Chief, Graphic Seotion end Chief, Operations Section, to be
responsible for the deaign and execution of hand and machine
lettering, artistic rendering, and graphic composition of in-
telligence, whether it be large scale studies for the Situation
Room, or mmsller seale for reproduction,

R« Specific duties:

a. To engage in all types of hand lettering, ineluding brush
lettering, in connection with the preparation of graphie intel-
ligence on portable and stationary displays.

b, Under direction of the Chief Graphic Section or Chief, Op~
erations Section, to design, draft, or aid in execution of any
assigned graphic intelligence meterial,

¢. To ald the other members of the Graphic Seetion in naintaimtpe
8 high standard of workmanship, especially with regard to time-
liness and to techniques used,

d. To act as edvisors on the artistic composition, emphasis,
and effectiveness of various graphic displays used in the
graphic program of the Presentaiion Bivision.

e. To ald in rendering miscellansous drafting and 1llustration
work authorized by the Chief, Presentation Division, including
signs, type-setting, machine lettering, end air-brush work,

H. Clerk-steno-receptionist (to Operations and Graphics Sections,
Present grade CAF-/)

1. & ut fess

To act as the chlef receptionist of the restricted areas desig-
nated and to receive authorized visitors, elassified and unclape-
ifled intelligence deta dnd edministrative papers for the two
sections. At the direction of the chief or his designated assis-
tant, to aid whenever possible in maintaining office records

and posting maps and charts,

2, gpecific duties:

a8, To act as securlty receptionist of the designated areas,
maintaining a card file for authorized entries,

b, To accept for recording and processeing all incaning intelligence

CONFIDENTIAY
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data,

¢. To dispatch all outgoing intelligence material when authorized
by the Chiefs of Operations and Graphies Sections,

4, To receive and return all routine admingstrative papers and
to malntain a bulletin board for papers of interest to the per=
sonnel of the two sections,

e¢ To accept phone calls and reley them to proper recipients in
the two sectionms,

f, To have co-responsibility of maintaining ell office records
and files,

g« To engage in miscellaneous typing, filing, and messenger
work as designated, and to maintsin speclal entry books, such as
the project book and 80F book on & wveekly and deily basis; to
maintain the basic catalog of maps, and to supply requests for
raps and other materiels,

h, To assist the Chief, Operations Section, to keep an accurate

- check on all portable maps and charts, and to mairtain a record

card file on these visusl aids,

i, To carry on the required routine office vork, including filing,
generel apresrance, and maintenance of the geourity of areas
assigned to the sections, :

Jo To assist in the mechanricel and gysical arrangerents of the
8ituvation Room for acheduled briefings and meetings.

ks To assist visual information clerks as well as the graphie

personnel to prepare the wri%en incoming intelligence data for
graphic portrayal in the Situation Roam,

CONFIDENTIAL
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